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Chapter 1 
Overview 
 
1-1.  Purpose 
 
To provide clear procedural guidance on the various Georgia Army National Guard (GAARNG) transitions 
processes.  These instructions are intended to provide a reference for all transitions actions. 

 
1-2.  References 
 
References referred to or used in this SOP are identified in appendix A. 
 
1-3.  Point of contact 
 
Transitions Services, <ng.ga.gaarng.list.ngga-g1-transitions@mail.mil. 
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Chapter 2 
Discharges 
 
2-1. Dependency or hardship discharge 
 
Enlisted Soldiers may request to be released and discharged from the GAARNG for reasons of either 
dependency or hardship, as outlined in NGR 600-200. 
 

a.  Dependency.  Dependency exists when, because of death or disability of a member of a 
Soldier's Family, other members of his or her Family become principally dependent on him or her for 
care or support to the extent that continued membership and service on AD, FTNGD, or ADT, would 
result in undue hardship. 

 
b.  Hardship.  Hardship exists when, in circumstances not involving death or disability of a 

member of a Soldier's Family, separation from the service would materially affect the care or support 
of the Soldier's Family by materially alleviating undue hardship. 
 
 
2-2. Process steps 
 

a.  Soldier obtains two third-party letters, not written by the Soldier, verifying the circumstances of 
the dependency or hardship, and submits them to their chain of command. 

 
b.  Unit will help Soldier complete DA Form 4187, which will be signed by the Soldier and 

Company Commander.  Unit will annotate reason for request and counseling comments in the 
remarks section. 

 
c.  Dependency or hardship requests will be processed through the chain of command. The MSC 

will verify Soldier’s last pay period and annotate it on the DA 4187. 
 
d.  The unit will create an Administrative Corrections PAR and route through command channels 

to GA HR Services Transitions. Use the following naming convention in the PAR description: 
“Hardship Discharge Request, MSC Name”. (See chapter 4-2 for process steps). 
 

e.  Upon receipt of a written application, with required supporting evidence, the separation 
authority will: 
 

(1)  Consider carefully the facts of the request. 
 

(2)  Obtain any other information that may be necessary to determine the validity of the 
request. 

 
(3)  Take final action to approve or disapprove the IPPS-A PAR Request. Approved packets 

will be placed in the Soldiers iPERMS. 
 
(4)  G-1 HSB Transitions will curtail the current assignment and initiate the permanent change 

of assignment in IPPS-A to discharge the Soldier. 
 
2-3. Required documentation  
 
The evidence required for dependency or hardship separation must substantiate dependency or hardship 
conditions on which the application for separation is based:  
 

a.  The evidence will include statements (affidavits) submitted by or on behalf of the Soldier's 
Family members, and by at least two disinterested persons or agencies having firsthand knowledge 
of the circumstances.  If dependency or hardship is the result of disability of a member of the 
individual's Family, a physician's certificate should be furnished showing specifically when such 
disability occurred, the nature thereof, and prognosis for recovery. The Soldier must also furnish the 
names, ages, occupations, home addresses, and monthly incomes of other members of the 
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applicant's Family.  The affidavits of disinterested individuals and agencies should include reasons 
within their knowledge that these members of the Family can or cannot aid in the financial or physical 
care of the Family members concerned for the period the Soldier is to continue membership or is 
ordered to AD, FTNGD, or ADT. When the basis for the application is the death of a member of the 
Soldier's Family, a death certificate or other proof of death should be furnished. 
 

b.  If the basis for the application is parenthood of either a sole parent or a married Soldier, the 
supporting evidence will include statements (affidavits) and will substantiate the applicant's claim that 
unexpected circumstances or circumstances beyond his or her control have occurred.  These 
circumstances prevent fulfillment of military obligations without resultant neglect of the child.  
Affidavits from the Soldier's immediate commander and officer who is the job supervisor will be 
considered sufficient.  Evidence listed in paragraph a. above is not required for these applications; 
however, sole parenthood resulting from divorce or legal separation will be substantiated by a judicial 
decree or court order awarding child custody to the Soldier. 
 
ATTACHMENTS: 
 
FIGURE 2-1 Dependency or Hardship Checklist 
 
 
2-4. Family Care Plan discharge  
 

a.  Enlisted Soldiers who fail to provide a Family Care Plan are subject to discharge with a RE 3 
code. Family Care Plans must be completed to ensure Family members are properly and adequately 
cared for when a Soldier is deployed, TDY, or otherwise not available due to military requirements.  
Soldiers will implement plans during any period of absence for culminating training exercise (CTE, 
formerly AT), regularly scheduled unit training assemblies, emergency mobilization and deployment, 
or other types of active duty. 

 
b.  IAW AR 600-20, the unit commander must allow M-day Soldiers 90 days from the counseling 

date to provide a complete Family Care Plan.  AGR Soldiers are allowed 60 days from the counseling 
date to provide a Family Care Plan.  Soldiers who fail to provide an adequate Family Care Plan within 
the appropriate time are subject to involuntary separation. 
 
 
2-5. Process steps 
 

c.  Voluntary – Soldier will submit a signed letter to unit requesting discharge for no Family Care 
Plan. 

 
d.  Involuntary – Unit will gather documentation proving Soldier does not have a Family Care Plan. 
 
e.  Soldier will be counseled on voluntary and involuntary separation whenever parenthood 

interferes with military responsibilities. 
 

f.   The unit will create an Administrative Corrections PAR and route through command channels 
to GA HR Services Transitions. Use the following naming convention in the PAR description: “Family 
Care Plan Discharge Request, MSC Name”. (See chapter 4-2 for process steps). 

 
g.  Upon receipt of a written application, with required supporting evidence, the separation 

authority will: 
 

(1)  Consider carefully the facts of the request. 
 

(2)  Obtain any other information that may be necessary to determine the validity of the 
request. 

 
(3)  Take final action to approve or disapprove the IPPS-A PAR Request. Approved packets 

will be placed in the Soldiers iPERMS. 
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(4)  G-1 HSB Transitions will curtail the current assignment and initiate the permanent change 

of assignment in IPPS-A to discharge the Soldier. 
 

 
 
2-6. Required documentation  
 
Documentary evidence for a Family Care Plan Discharge will be provided by the company commander and 
processed through the chain of command. 
 
 
ATTACHMENTS: 
 
 FIGURE 2-2 Family Care Plan Discharge Checklist 
 
 
2-7. Expiration term of service (ETS) discharge: 
 

a.  Enlisted Soldiers who have reached their ETS will be discharged on the effective date of their 
ETS. 

   
(1)  An enlisted Soldier who is discharged from the GAARNG and not concurrently discharged 

as a Reserve of the Army automatically becomes a member of the USAR (Reinforcement). 
 
b.  All enlisted GAARNG Soldiers who are discharged before their expiration term of service 

obligation: 
    

(1)  A Soldier is entitled to be discharged on the expiration of his or her service obligation, and 
normally will be discharged unless action is taken to retain the Soldier beyond such expiration date. 

 
(2)  Retention beyond the expiration date of a service obligation may be either voluntary or 

involuntary. 
 

(3)  Soldiers may voluntarily remain beyond the expiration date of a service obligation if they 
are undergoing required health care or are being processed for physical disability separation but must 
extend their enlistment. 
 
 
2-8. Process steps 
 

a.  HR Services will pull the ETS roster the first week of each month from IPPS-A to send to the 
MSC S1s. 

 
b.  MSC S1s will confirm Soldiers Time in Service to verify if their Soldiers are eligible for a 

retirement instead of an ETS discharge. They will annotate if their Soldiers will ETS, extend, retire, or 
need a waiver of extension in the MSC comments section of the spreadsheet. 

 
      c.  MSCs are required to submit their rosters to G-1 HSB Transitions NLT the 25th of each month. 
If no response is received by the suspense date, the Soldier will be discharged. 

 
d.  MSCs will ensure Soldiers who have decided to ETS complete the unit’s outprocessing 
checklist.  

 
      e.  If a Soldier is discharged due to no response from the MSC and subsequently needs to be 
input back into IPPS-A, a MSC rep must come to G-1 and reinput the Soldier into IPPS-A. 

 
 f.  G-1 HSB Transitions section will initiate all termination or transfer Permanent Change of 

Assignments within IPPS-A.  
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2-9. Officer Resignation 
 
Officers without a service obligation can request to resign their commission and be separated from the 
Georgia Army National Guard. Officers can find details clarifying service obligations in the GAARNG 
Policy Memorandum Clarifying Guidance on Officer Service Obligations. Officers with a service obligation 
will not be permitted to resign their office until the obligated period has been met. Exceptions are 
applicable to officers requesting discharge for religious obligations, and in cases involving extreme 
compassionate circumstances. An officer resignation request can be denied when it is determined that 
the denial is in the best interest of the Army. An officer resignation will be denied when: 
 

a.  The officer is under investigation and an administrative involuntary separation is being 
considered. The officer should be flagged. 

 
b.  When HQDA, by separate instructions, restricts the acceptance of such resignations in time of 

war, when under a national emergency proclaimed by the President or declared by Congress, or 
under any other conditions which may necessitate such action (for example, peacetime expansion of 
the Active Duty). 

 
 

2-10 Process Steps 
 

a.  Officer will confirm with their administrative representative, and the state education office to 
confirm they have no remaining service obligation. 

 
b.  Officer will submit a memorandum for record detailing their reason for resignation. Officer will 

also digitally sign a DA Form 4187 requesting a resignation separation. Approval is mandatory from 
all command levels on the DA 4187. 

 
c.  The unit will create an Administrative Corrections PAR and route through command channels 

to GA HR Services Transitions. Use the following naming convention in the PAR description: “Officer 
Resignation Request, MSC Name”. (See chapter 4-2 for process steps). The MSC will verify the 
Officer’s last pay period is before the requested resignation date. 
 

d.  Upon receipt of a written application, with required supporting evidence, the separation 
authority will: 
 

(1)  Consider carefully the facts of the request. 
 

(2)  Obtain any other information that may be necessary to determine the validity of the 
request. 

 
(3)  Take final action to approve or disapprove the IPPS-A PAR Request. Approved packets 

will be placed in the Soldiers iPERMS. 
 
(4)  G-1 HSB Transitions will curtail the current assignment and initiate the permanent change 

of assignment in IPPS-A to discharge the Soldier. 
 
 
2-11. Required documentation  
 
Documentary evidence for an Officer Resignation Separation will be detailed by the officer on a 
Memorandum for Record, along with the other required documentations from the checklist processed 
through the chain of command. 
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ATTACHMENTS: 
 
 FIGURE 2-3 Officer Resignation Separation Checklist 
 
FIGURE 2-4 Officer Resignation Separation DA 4187(Example) 
 
 
2-12. Officer Transfer to the USAR IRR 
 
Officers requesting to be transferred to the Individual Ready Reserve (IRR) must speak to G-1 Education 
Services to verify how their transfer to the IRR may affect their education benefits and incentives, such as 
bonuses, loan repayment, tuition assistance, GI Bill, Kicker, and transfer of education benefits to 
dependents. This must occur immediately upon notification or requested action in order to prevent loss of 
education benefits or a reduction in benefits. Officers being transferred to the IRR will only have Service 
Member Group Life Insurance (SGLI) coverage for 120 days from the date of separation and are 
encouraged to apply at the SGLI office in order to continue their insurance. The toll-free number to the 
SGLI office is 1800-419-1473. 
 
 
2-13 Process Steps 
 

a.  Officers must request in writing to transfer to the USAR Control Group IRR only after speaking 
with the G-1 Education office confirming their education and incentives status. 

 
b.  The unit must ensure that the officer receives a copy of the Individual Ready Reserve (IRR) 

Handbook prior to submitting the officer’s packet to be processed. Officer will also digitally sign a DA 
Form 4187 requesting transfer to the IRR. Approval is mandatory from the appropriate command 
levels on the DA 4187. The MSC will verify the Officer’s last pay period. 

 
c.  The unit will create an Administrative Record Corrections PAR and route through command 

channels to GA HR Services Transitions. Use the following naming convention in the PAR 
description: “Officer IRR Request, MSC Name”. (See chapter 4 for process steps). 
 

d.  Upon receipt of a written application, with required supporting evidence, the separation 
authority will: 
 

(1)  Consider carefully the facts of the request. 
 

(2)  Obtain any other information that may be necessary to determine the validity of the 
request. 

 
(3)  Take final action to approve or disapprove the IPPS-A PAR Request. Approved packets 

will be placed in the Soldiers iPERMS. 
 
(4)  G-1 HSB Transitions will curtail the current assignment and initiate the permanent change 

of assignment in IPPS-A to discharge the Soldier. 
(5)   
 

2-14. Required documentation  
 
Documentary evidence for an Officer transfer to the IRR will be detailed by the officer on a Memorandum 
for Record, along with the other required documentations from the checklist processed through the chain 
of command 
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ATTACHMENTS: 
 
FIGURE 2-5 Officer Transfer to the USAR IRR Checklist 
 
FIGURE 2-6 Officer Transfer to the USAR IRR DA 4187 (Example) 
 
FIGURE 2-7 Transfer to the IRR Unit Clearance Memorandum (Example) 
 
 
2-15. SMP/R&R Discharges  
 
Recruiting and Retention will process all reductions for Soldiers who are commissioning RA or Reserves. 
Recruiting and Retention will verify uncharacterized discharges grade changes before processing. If Soldier 
has been automatically promoted prior to discharge, R&R will complete the miscellaneous reduction PAR 
via IPPS-A. 
 
2-16. Process steps  
 

a. Soldiers commissioning will provide the DA 71 to the Recruiting and Retention Battalion to have 
processed into the Soldier’s records. Then complete the reduction PAR in IPPS-A if necessary.  

 
b. Soldiers who are being discharged as “Uncharacterized” will have the last pay period dated on the 

packet, the proper authority coded, and scanned into the Soldier’s records. If the Soldier has 
received a Misconduct characterization, then R&R will scan the packet to JAG. 
 

c. Recruiting and Retention will create an Administrative Corrections PAR and route through 
command channels to GA HR Services Transitions. Use the following naming convention in the 
PAR description: “R&R discharge” (See paragraph 4-2 for process steps). 
 

2-17. Required documentation  
 
Documentary evidence for a Soldier commissioning will be detailed by the DA Form 71, along with the other 
documentations from the Soldier. Recruiting and Retention will provide substantial documents for Soldiers 
being discharged as “Uncharacterized.” 
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Chapter 3  
Request DD Form 214, DD Form 215, DD Form 220 
 
3-1. Certificate of Release or Discharge from Active Duty (DD Form 214) request process 
 
Procedures for request and processing of the DD Form 214 for Soldiers who have completed a term 
of AD of 90 days or more, including; 
 

a.  GAARNG Soldiers who have completed a term of AD Title 32 (excluding AGR). 
 
b.  The Adjutant General, or other authorized agents, may issue DD Form 214 to ARNGUS 

Soldiers released after 90 days or more of continuous ADT, or ARNGUS Soldiers released after 90 
days or more of continuous FTNGD under 32 USC 101(19).  The authenticating official of the DD 
Form 214 for the state of Georgia are the G1 and delegated human resources officials. 

 
c.  If needed after the Soldier’s separation date, the DD Form 214 will be completed by forwarding 

a memorandum to the appropriate location below requesting that a new DD Form 214 or DD Form 
215, as applicable, be issued:  
 

Commander, US Army Human Resources Command 
1600 Spearhead Division Avenue 
Fort Knox, KY  40122–5102 

 
 
3-2. Process steps 
 

a.  The MSC S1 will gather supporting documentation for the DD Form 214 and will start the process 
of inputting information concerning the DD Form 214 in the Transition Point Processing System 
(TRANSPROC). Create an Administrative Corrections PAR and route through command channels to G-1 
HSB. DD 214 request will be processed through the chain of command. 

 
b.  The MSC will create an Administrative Corrections PAR and route through command channels to 

GA HR Services Transitions. Use the following naming convention in the PAR description: “DD 214 
Request, MSC Name”. (See paragraph 4-2 for process steps). 

 
c.  DD Form 214 Request will include the following documentation: Required documentation: 
 

(1)  ADOS orders. 
 
(2)  Master Military Pay Account (MMPA). 
 
(3)  If applicable: Awards, DA 1059s, and/or documentation for 40-hour or longer courses 

completed during the period of the requested DD Form 214. 
 

Note: The DD Form 214 will not be prepared by the G-1 for the following Georgia Army National 
Guard Soldiers: 
 

(1)  Warrior Transition Unit (WTU). 
 
(2)  Temporary Tour of Active Duty (TTAD). 
 
(3)  Active Duty or FTNGD tour that ends because of death or other reasons specified in AR 

680-29. 
 
(4)  Enlisted Soldiers discharged for immediate reenlistment in the Regular Army. 
 
(5)  Found disqualified on reporting for active duty and who do not enter actively upon duties 

per orders. 
 



 

GAARNG G-1 SOP, 15 October 2020 
 

(6)  On active duty terminating their Reserve Component status to integrate into the RA. 
 
(7)  AGR and other RC Soldiers who are entering on extended active duty for a specific period 

of time and are retained beyond their initial contractual release date without a break in active duty. 
 
(8)  Separated from active duty and were furnished a prior edition of DD Form 214, unless that 

form must be reissued for some other reason. 
 

(9)  Former Soldiers who are no longer in the GAARNG (these are processed by HRC). 
 
ATTACHMENTS: 
 
FIGURE 3-1 DD Form 214/215/220 Request Checklist 
 
 
3-3. Correction to DD Form 214, Certificate of Release or Discharge from Active Duty (DD Form 
215) request process 
 
Request and processing of the DD Form 215 for Soldiers who need a correction to a previously 
issued DD Form 214, including: 

 
a.  GAARNG Soldiers who have a discrepancy on a previously issued DD Form 214. 
 
b.  In response to a request for a Soldier to correct a previously issued Army DD Form 214.  After 

the Soldier’s separation date the DD Form 214 will be corrected by forwarding a memorandum to the 
appropriate location below requesting that a new DD Form 214 or DD Form 215, as applicable, be 
issued: 
 

Commander, US Army Human Resources Command 
1600 Spearhead Division Avenue 
Fort Knox, KY  40122–5102 

 
 
3-4. Process steps 
 

a.  MSC S1s will create an Administrative Corrections PAR and route through command channels to 
GA HR Services Transitions. Use the following naming convention in the PAR description: “DD 215 
Request, MSC Name”. (See paragraph 4-2 for process steps). 

 
b.  Form 215 Request will include the following documentation:  A copy of the DD Form 214 in 

question and source documents that substantiate the request to change the DD Form 214.  Such source 
documents may include a final decision from the Army Board of Correction of Military Records or Army 
Discharge Review Board directing the change. 

 
ATTACHMENTS: 
 
FIGURE 3-1 DD Form 214/215/220 Request checklist 
 
 
3-5. Active Duty Report (DD Form 220) request process 
 
Request and processing of the DD Form 220 for Soldiers requesting documentation of active duty 
service, including: 
 

a.  GAARNG Soldiers who have completed active duty of more than 30 days, but less than 90. 
 
b.  ARNGUS and USAR Soldiers mobilized under 10 USC 12301(a), 12302, or 12304 and ARNG 

Soldiers called into Federal service under 10 USC 15 or 10 USC 12406, regardless of length of 
mobilization, when transitioned from active duty.  Soldiers who report to a mobilization station and are 
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found unqualified for active duty within the first 30 days will be excluded from this provision. 
 
c.  For a Soldier enlisted under the USAR split training program and the ARNGUS alternate 

training program, complete two copies of the DD Form 220 when he or she completes the basic 
combat training portion of training. 

 
d.  For a mobilized RC Soldier who is found to be unqualified for active duty within 30 days of 

reporting for active duty, complete 2 copies of DD Form 220 when the Soldier is released from active 
duty. 
 
 
3-6. Process steps 
 

a.  MSC S1 will create an Administrative Corrections PAR and route through command channels to 
GA HR Services Transitions. Use the following naming convention in the PAR description: “DD 220 
Request, MSC Name”. (See paragraph 4-2 for process steps). 

 
b.  DD Form 220 request will include the following documentation:  ADOS orders and Master 

Military Pay Account (MMPA). 
 
ATTACHMENTS: 
 
FIGURE 3-1 DD Form 214/215/220 Request checklist 
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Chapter 4  
IPPS-A Process Steps 
 
4-1. Workflow Save as Preference Steps 
 
Every HR Professional must save a copy of the G-1 workflows prior to initiating MISC Admin Correction 
(ADMINCRCTN) action from the HR Personnel Action tile. The following steps details how to save the 
workflows: 
 

a.  From the HR Professional Homepage type “workflow save as” in the global search engine. 
 
b.  Select “Workflow Save As Preference”. 
 
c.  Select “Shared Templates” 
 
d.  Type “MARPLE” in the created by field and click the magnifying glass. 
 
e.  Select “Search by Last Name” and enter “MARPLE” then click “Look Up. 

 
f.  Click on “MARPLE” in the last name column and then click “Search.” 

 
g.   Select the details next to each desired template. This will open up on another tab. 
 
h.  Select Import Template. Select Ok. Close the tab. 
 
i.  Repeat steps g and h for each template until you have all workflow template saved. 
 

 
4-2. Creating an Administrative Record Corrections PAR 
 
Every HR Professional must save a copy of the G-1 workflows prior to initiating MISC Admin Correction 
(ADMINCRCTN) action from the HR Personnel Action tile. The following steps details how to create a 
MISC ADMINCRCTN PAR: 
 

a.  From the HR Professional Homepage type “HR Personnel Action Requests” in the global 
search engine. 

 
b.  Select the HR Personnel Action Request Tile. 
 
c.  Click the search option on the EMPLID and select the Search Criteria to search for the Soldier 

the intended action is for. 
 
d.  From the Category Field select the ‘MISC” option. 
 
e.  From the PAR Type Field select “ADMINCRCTN” and click “Create New PAR” 
 
f.  You must type in the required information in the description field applicable to the PAR Action 

outlined within the SOP. 
 
g.  Effective date will be the date the PAR is being submitted. 
 
h.  Supporting documents are mandatory and must be one PDF document. Exceptions are made 

for DA 4187s.  
 
i.  Click save. And Submit. 
 
j.  The MSC S1 will insert the appropriate workflow template that have been saved from para 4-1 

as the approver, and route it to G-1 for processing. This action can be completed by clicking on the 
pending icon on the opened PAR. 
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k.  G-1 will download the packet to review for processing. Approved packets will be placed in 

service members IPERMS, and a copy of the approved packet will be returned as approved to the 
PAR requestor. G-1 will also complete the appropriate IPPS-A action request for the Soldier. 
Disapproved packets will be returned without action. 
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FIGURE 2-1 
 

Dependency or Hardship Checklist 
Reference:  AR 135-178 (Enlisted Separations),7 November 2017; NGR 600-200 (Enlisted Personnel 

Management), 31 July 2009. (ARNG-HRH PPOM #20-031, dated 9 September 2020) 
 

Name: __________________________________ RANK: ______ MSC/ Unit: ______________________ 
 
Circle Duty Status:  M-DAY        TECH     AGR 
 
Current Mailing Address: __________________________________________________________ 
 
Submit the following documents through chain of command to the State processing authority via IPPS-A  
 

  Completed DA 4187 (Signed by the Soldier, Company Commander, Battalion Commander and 
Brigade Commander).  Remarks Section: Input counseling statement. 
 

  Two Third-Party submitted memorandum/letters verifying hardship (Disinterested Party; i.e., 
Physician, Chaplain, JAG, Employer, etc...) 
 
 

  Unit has notified the Soldier to contact the Education Office for information on impact on education 
benefits and incentives 
 
 
 
Ensure the following information is inputted in the PAR description Field:  
Workflow: GA HR Service Transitions 
PAR Description: Hardship Discharge Request, MSC name  
Example: Hardship Discharge Request, AVN TC 
 
 
*Packets must be reviewed and validated at all levels prior to routing the request to G-1  
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FIGURE 2-2 
 

Family Care Plan Discharge Checklist 
Reference:  AR 135-178 (Enlisted Separations), 7 November 2017; AR 600-20 (Army Command Policy), 
24 July 2020 
 
Name: __________________________________ RANK: ______ MSC/ Unit: ______________________ 
 
Circle Duty Status:  M-DAY        TECH     AGR 
 
Current Mailing Address: __________________________________________________________ 
 

Submit the following documents through chain of command to the State processing authority via IPPS-A 
 

INVOLUNTARY DICHARGE 
 

  Completed DA 4187 (Signed by the Soldier, Company Commander, Battalion Commander and 
Brigade Commander).  Remarks Section: Reason and counseling statement input. 
 

  Completed DA Form 4856, “Development Counseling Form” 
 

  Incomplete DA Form 5305 (Family Care Plan). 
 

VOLUNTARY DICHARGE 
 

  Completed DA 4187 (Signed by the Soldier, Company Commander, Battalion Commander and 
Brigade Commander).  Remarks Section: Reason and counseling statement input. 
 

  Incomplete DA Form 5305 (Family Care Plan). 
 
NOTE: At least 90 days (M-day) or 60 days (AGR) must be allowed from the original counseling 
date for the Soldier to provide a preferable Family Care Plan. 
 
 
Ensure the following information is inputted in the PAR description Field:  
Workflow: GA HR Service Transitions 
PAR Description: Family Care Plan Discharge Request, MSC name  
Example: Family Care Plan Discharge Request, AVN TC 
 
 
*Packets must be reviewed and validated at all levels prior to routing the request to G-1 
 
 
 
 



 

GAARNG G-1 SOP, 15 October 2020 
 

 
FIGURE 2-3 
 

Officer Resignation Checklist 
Reference:  AR 135-175 (Separation of Officers), 30 March 2020; NGR 600-100 (Commissioned Officers 

Federal Recognition and Related Personnel Actions), 6 July 2020 
 

Name: __________________________________ RANK:______ MSC/ Unit: ______________________ 
 
Circle Duty Status:  M-DAY        TECH     AGR 
 
Current Mailing Address:__________________________________________________________ 
 

Submit the following documents through chain of command to the State processing authority via IPPS-A 
 

   Memorandum from the officer requesting resignation. 
 

  Completed DA 4187 (Signed by the Officer, Company Commander, Battalion Commander and MSC 
Commander. Required information on the sample DA 4187 must be included on the submission packet. 
 

  Unit has notified the Soldier to contact the Education Office for information on impact on education 
benefits and incentives 
 

    Verification of RPAM: The Officer will sign and date the upper right hand corner of the RPAM  
 

  Officer Record Brief (ORB) 
 

  Unit Clearance Memorandum 
 
 
 
Ensure the following information is inputted in the PAR description Field:  
Workflow: GA HR Service Transitions 
PAR Description: Resignation Separation Request, MSC name  
Example: Resignation Separation Request, AVN TC 
 
 
*Packets must be reviewed and validated at all levels prior to routing the request to G-1 
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Figure 2-4 Page 1 of Officer Resignation DA 4187 (Sample)                                      
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Figure 2-4 Page 2 of Officer Resignation DA 4187 (Example)                                      
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FIGURE 2-5 
 

Officer Transfer to the USAR IRR Checklist 
Reference:  AR 135-175, 30 March 2020; NGR 600-100, 6 July 2020 

 
Name: __________________________________  RANK:_____   MSC/ Unit: ______________________ 
 
Circle Duty Status:  M-DAY        TECH     AGR 
 
Current Mailing Address: _______________________________________________________________ 
 

Submit the following documents through chain of command to the State processing authority via IPPS-A 
 

   Memorandum from the officer requesting transfer to the IRR. 
 

  Completed DA 4187 (Signed by the Officer, Company Commander, Battalion Commander and MSC 
Commander. Required information on the sample DA 4187 must be included on the submission packet. 
 

  Unit has notified the Soldier to contact the Education Office for information on impact on education 
benefits and incentives 
 

    Verification of RPAM: The Officer will sign and date the upper right hand corner of the RPAM  
 

  Unit Clearance Memorandum 
 

  Verified Unit scheduled Soldier for Periodic Health Assessment (PHA) and HIV test (within 12 
months) ***PHA roster from Medical Readiness NCO*** 
 

  Unit has notified the Soldier to contact the Education Office for information on impact on education 
benefits and incentives 
 
 
Ensure the following information is inputted in the PAR description Field:  
Workflow: GA HR Service Transitions 
PAR Description: IRR Separation Request, MSC name  
Example: IRR Separation Request, AVN TC 
 
 
*Packets must be reviewed and validated at all levels prior to routing the request to G-1 
 
 



 

GAARNG G-1 SOP, 15 October 2020 
 

 Figure 2-6 Page 1 of Officer Transfer to the IRR DA 4187 (Example)                                       
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Figure 2-6 Page 2 of Officer Transfer to the IRR DA 4187 (Example)                                      
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Figure 2-7 Transfer to the USAR IRR Unit Clearance Memorandum  
 

Sample Unit Clearance to the USAR (IRR) memorandum 
 
 
(Office Symbol)           (Date) 
                                                                        
 
MEMORANDUM FOR RECORD 
 
SUBJECT: Verification of Unit Clearance: CPT Jamie Jones (Include last four of SSN) 
 
1.   The above Officer has requested to be transferred to USAR Control Group (IRR). The Soldier has 
cleared all property and equipment hand receipts through turn-in of property or payment in full for missing 
property. 
 
2.   This unit has no medical or dental records pertaining to Officer’s Rank and Name.  All medical and 
dental records are now entered digitally into the Army record keeping system.   
 
3.   I have verified that the Officer’s medical records are in Health Readiness Record (HRR) at 
https://medchart.ngb.army.mil/hrr/. 
 
4.   1LT John Smith’s last evaluation was completed on (enter date). He initiated a support form in the 
Electronic Evaluation System (EES). The rater for this evaluation is (enter rank, name, position) and the 
senior rater is (rank, name, position). The rater received notification that this evaluation must be 
completed within 30 days of the effective date of transfer. 
 
5.   For more information contact the undersigned at (Commander Name and email) or (Unit POC name, 
email, and phone). 
 
                                                    
                                                                           
                                                                            
 
                                                                 /////////////////signed//////////////// 
                                                                 SIGNATURE BLOCK 
                                                                 Commander  

 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
                               

https://medchart.ngb.army.mil/hrr/
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FIGURE 3-1 

DD Form 214/215/220 Processing Checklist 
Reference:  AR 635-200 (Active Duty Enlisted Administrative Separations) 19 December 2016, AR 635-8 

(Separation Processing and Documents), 17 September 2019 
 

Name: __________________________________  RANK:_____   MSC/ Unit: ______________________ 
 
Circle Duty Status:  M-DAY        TECH     AGR 
 
Current Mailing Address:________________________________________________________________ 
 

REQUEST:            DD214                        DD Form 215         DD 220 
 

Submit the following documents through chain of command to the State processing authority via IPPS-A  

 
REQUIRED: 
 

  ADOS Orders 

  MMPA (Master Military Pay Account) for entirety of time on orders  
 
IF APPLICABLE: Only during the period the Soldier was on orders. 
 

  Awards (Orders, DA 638, current ADOS tour)  

  Previous DD Form 214s  

  DA Form 1059 (School certified during current ADOS tour ONLY)  

  Course Completion Certificates (40 hours or more during current ADOS tour)  
 
 
Ensure the following information is inputted in the PAR description Field:  
Workflow: GA HR Service Transitions 
PAR Description: DD214/DD215/DD220 Request, MSC name  
Example: DD214 Request, AVN TC 
 
 
*Packets must be reviewed and validated at all levels prior to routing the request to G-1 
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Glossary 
 
 
Section I 
Abbreviations  
 
ABCP 
Army Body Composition Program (formerly the Army Weight Control Program (AWCP)) 
 
AMHRR 
Army Military Human Resource Record 
 
CTE 
culminating training exercise (formerly annual training) 
 
ETS 
expiration term of service 
 
SMP 
Simultaneous Membership Program 
 
SOP 
standard operating procedure (formerly standing operating procedure, changed by JP 3-31 and JP 1-02) 
 
 
Section II 
Terms  
 
G1 
Deputy Chief of Staff, Personnel (DCSPER); the senior military personnel officer (MILPO) at division and 
above. 
 
G-1 
The office and staff of the G1. 
 
HR automated systems 
Computer programs and websites utilized by HR professionals to manage or update personnel records.  
These include, but are not limited to: SIDPERS (soon to be replaced by IPPS-A), iPERMS, GIMS, and 
RCAS. 
 
HR work center 
Typically the battalion/squadron S-1 shop, this is the primary location for accomplishing human resources 
activities, such as SIDPERS transactions and AMHRR management.  It is the lowest organizational level 
containing human resources specialist duty positions (outside of SRC-12 units). 
 
Inactive National Guard 
Not a drilling, active member of the Army National Guard. 
 
Inactive Ready Reserve 
Not a drilling, active member of any component of the Selected Reserve. 
 
IPPS-A 
IPPS-A is a Web-based HR system that provides integrated personnel and pay capabilities and a 
comprehensive HR record for all Soldiers in each Component. Once IPPS-A is fully deployed, the system 
will enable HR transactions to automatically trigger Soldier pay. In addition, Soldiers will have CAC 
access to their own personal information 24 hours a day via the IPPS-A Self-Service Web Portal. 
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R&R 
Recruiting and Retention 
 
Selected Reserve 
A drilling, active member of the Ready Reserve (Army National Guard, US Army Reserve, Air National 
Guard, US Air Force Reserve, US Navy Reserve, US Marine Corps Reserve, Coast Guard Reserve). 
 
 
SRC-12 
A standard requirements code 12 unit, a reference to an Army unit type whose established mission is 
entirely HR-focused and whose personnel requirements are managed by the AG proponency, such as 
HR companies and postal platoons. 
 
Unit 
The lowest level of military organization authorized a unit identification code (UIC), such as a company, 
troop, battery, flight, or detachment. 


	Procedures for Enlisted/Officer Discharges/
	Separations, and DD Form 214/215/220





PERSONNEL ACTION


To request or record personnel actions for or by Soldiers in accordance with DA PAM 600-8.


Identification Card


Identification Tags


Separate Rations


Leave - Excess/Advance/Outside CONUS


Change of Name/SSN/DOB


DATA REQUIRED BY THE PRIVACY ACT OF 1974


SECTION I - PERSONAL IDENTIFICATION


SECTION V - CERTIFICATION/APPROVAL/DISAPPROVAL


7.  The above Soldier's duty status is changed from to


effective hours,


SECTION III - REQUEST FOR PERSONNEL ACTION


IS APPROVEDRECOMMEND APPROVAL IS DISAPPROVEDRECOMMEND DISAPPROVAL


SUPERSEDES DA FORM 4187, JAN 2000 
AND REPLACES DA FORM 4187-1-R, APR 1995  


DA FORM 4187, MAY 2014


HAS BEEN VERIFIED


AUTHORITY:
PRINCIPAL PURPOSE:


DISCLOSURE:


Title 10, USC, Section 3013, E.O. 9397 (SSN), as amended


ROUTINE USES: The DoD Blanket Routine Uses that appear at the beginning of the Army's compilation of systems of records may 
apply to this system.


5.  GRADE OR RANK/PMOS/AOC 6.  SOCIAL SECURITY NUMBER


Special Forces Training/Assignment


Retesting in Army Personnel Tests


Reassignment Married Army Couples


Reclassification


Officer Candidate School


Asgmt of Pers with Exceptional Family Members


ROTC or Reserve Component Duty


Volunteering For Oversea Service


Ranger Training


Reassignment Extreme Family Problems


Airborne Training


12.  COMMANDER/AUTHORIZED REPRESENTATIVE 13.  SIGNATURE


For use of this form, see PAM 600-8; the proponent agency is DCS, G-1.


11.  I certify that the duty status change   (Section II)   or that the request for personnel action   (Section III)   contained herein - 


  SECTION II - DUTY STATUS CHANGE   (AR 600-8-6)


SECTION IV - REMARKS (Applies to Sections II, III, and V)  (Continue on separate sheet)


8.  I request the following action: (Check as appropriate)


4.  NAME   (Last, First, MI)


2.  TO   (Include ZIP Code) 3.  FROM   (Include ZIP Code)1.  THRU   (Include ZIP Code)


On-the-Job Training (Enl only)
Service School (Enl only)


Exchange Reassignment (Enl only) Other (Specify)


9.  SIGNATURE OF SOLDIER (When required) 10.  DATE (YYYYMMDD)


14.  DATE (YYYYMMDD)


Voluntary; however failure to provide Social Security Number may result in a delay or error in processing the 
request for personnel action.
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f.  DATE (YYYYMMDD)e.  RANK


i.  COMMENTS   


h.  SIGNATUREg.  TITLE/POSITION


d.  NAME (Last, First, Middle)


b.  FROMa.  TO


AUTHORITY


APPROVED APPROVALRECOMMEND:DISAPPROVED DISAPPROVALc.  ACTION:


c.  ACTION: DISAPPROVALDISAPPROVED RECOMMEND: APPROVALAPPROVED


AUTHORITY


a.  TO b.  FROM


d.  NAME (Last, First, Middle)


g.  TITLE/POSITION h.  SIGNATURE


i.  COMMENTS   


e.  RANK f.  DATE (YYYYMMDD)


f.  DATE (YYYYMMDD)e.  RANK


i.  COMMENTS   


h.  SIGNATUREg.  TITLE/POSITION


d.  NAME (Last, First, Middle)


b.  FROMa.  TO


AUTHORITY


APPROVED APPROVALRECOMMEND:DISAPPROVED DISAPPROVALc.  ACTION:


c.  ACTION: DISAPPROVALDISAPPROVED RECOMMEND: APPROVALAPPROVED


16.  SSN15.  NAME OF INDIVIDUAL


AUTHORITY


a.  TO b.  FROM


d.  NAME (Last, First, Middle)


g.  TITLE/POSITION h.  SIGNATURE


ADDENDUM - RECOMMENDATIONS FOR APPROVAL/DISAPPROVAL
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i.  COMMENTS   


e.  RANK f.  DATE (YYYYMMDD)





